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POLICY:

A. All charts shall be color-coded by number to assure organization and
appropriately filed medical records.

PROCEDURE:
A. ltis the duty of medical record’s personnel to create a folder for every new
consumer.

B. Specific colored number labels are placed on the outside end-tab of the medical
record folder.

C. Each color indicates a specific number to assure continuity.

D. To locate a medical record, determine the last two (2) digits of the medical record
number. Please refer to the example below for further guidance.

EXAMPLE:
A. Chart #015198 would use the following colored numbers:
a. Black (9) would be the top number, identifying the tens place.

b. Red (8) would be the bottom number, identifying the ones place.

B. All medical record numbers are a six (6) digit number however; it is easiest to
think of all medical record numbers as a five (5) digit number.
a. The zero (0) in the front of the other five (5) digits of the medical record
number will always be there however; when searching for a medical
record it is not significant to use the zero (0) in the front.

C. To find the “98” section using the five (5) digit number (i.e., 15198) theory
explained above you would:
a. Look within the “98” section from the left and ascending to the right based
on the three (3) digits following the zero (0) “151”.

b. Since 151 is one of the larger numbers you would find this chart closer to
the far right section of the “98’s”.




